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Chief, Manugement Staff N— 21 darch 1957
| g
Clef, Records Management -taff .
‘eaklr Heport - Week “nding 20 Mareh 1957
Sontrdbutions /
a, ible

(1) Completed 13 new and revised forms,

(2) torpleted the revised Reserds Control 3ehedule for the Andit Staff,
This will permit the ordesly retirement of 73 per cent of their
rocorils eventually,

{3) Zecords ‘enter receiwed 910 cubic feet »f inactive records,

" b, Intangible
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Agsinments (Active)
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Eighteen new and revised forms bin process,

lecords Uisposition Progranm OOR, 67 per cent complete,

lecorus Jisposition Progranm, Office of Loglstics, 95 ver cent couplets.
Installation of Filing System in 03I, 35 ner cent comlete,

Use of Shelf filing, Hograrhic Teglster,

'se of helf Filing, Industrial Reglster; pronosal in process pro-
viding for hli per cent s:virgs in floor space,

Jewelopment of Intra-igency Chain “nwelope,

Combined Courier Receipt and log Form; a tentative revised form has
been prepared and a suggested nrocedure i3 in process of working level
caaeurrence,

cevica of iecords vontrol Sehedule, Office of Comptroller,
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Three members of Yh's otaff and femr Area “ecords Officers attended the

?xﬂgancy ‘ecords Admlnistration Cenference Heating at the «fauonll
rohi vos,

Mgt S/nMS/ trea (21 March 1957)
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